GENERAL SCHOOL POLIC IES

ADMINISTRATIVE

STUDENT CUSTODY AND GUARDIANSHIP

At the time of school entry or at any other time where a change in custody status/arrangements
occurs, it is the responsibility of the parent(s) to provide the principal/athaiian with a true and

correct copy of the legal document for any student for which there is a legal custody agreement or
for any student not residing with his/her parent.

School communication with the appropriate guardian is esséaitalcdingly:
a. Cudodial parents should identify in writing other adults who may have access to
information regarding their child.
b. Non-custodial parents may receive information (when requested) regarding the child unless
specific documentation to the contrary is providetthénlegal custody agreement.

ACCESS TORECORDS

Parents have a right (unless prohibited by the courts in a custody agreement) to the timely
inspection of the educational recor@simulative and confidentia)f their child during school

hours The school shall respond to reasonable requests for explanations and interpretations of the
records.

If the education records of a student contain information on more than one student, the parents
are limited to the specific information about their clatdy.

The School administration may elect to provide at cost photocopies of a studentOs educational
records to parents, but documentation is to be stamped "unofficial.”

TRANSFER OF RECORDS

Schools may disclose a studentOs cumulative reeoriérmanent Record caadtendance card,

test results) to another school with legitimate educational inpeoestied a written request for such
records, or when those individuals to whomdhstodial parent has given written permission, have
requestd the child's record® be releasedParent signature is reged for release of a studentOs
confidential file (i.e. special education records, psychological reports, disciplinary records,
anecdotal information, or reports by the school counselor).

Only copies of student records may be relea€g@jinal Cumulative Health Record and MEH
213 transfer with the student

Parents may not harghrry records to another school, except under extraordinary circumstances
If this occurs, the records are to be pthoea sealed envelope and marked "hand carried.”
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As a general rule, each school, at the discretion of its principal, shall have the right not to certify the
student's graduation or provide transcripts of the student's academic record to third paréiss suc
other schools, colleges, or employers, or to issue a Certificate of Diploma to the student, if there has
been a breach of a material condition of the contract (i.e., failure to meet financial obligations,
infractions against the schoolOs code of abpdu

Parents are obligated to share educational/psychological testing results and any resulting plan with
the school. If a student has a documented disability, a copy of the Individualized Education Plan
(IEP), Individualized Services Plan (ISP), 50 pknd/or Student Assistance Plan (SAP) should be
maintained in the student's confidential file. The refusal to provide such information is a ground for
terminating enrollment in the school.

Confidential records are to be retained for ten years aftstutient leaves school or his/her class
graduates, whichever occurs firsiccording to the Library of Virginia General Schedule #21,
Records Retention and Disposition Scheddlawvever, there are certain student records that must
be retained indefinitelyThey are the most recent copies of the IEP/ISP, 504 Plan, Student
Assistance Plan, Eligibility Minutes and/or Student Assistance Team minutes. Ten years after the
student leaves school or his/her class graduates, only the most recent cofyrofsttised above

must be retined.

SCHOOL VISITORS

All persons other than school staff and currently registered students must first report to the school
office immediately upon entering school grounds, sign in/out, and wear an identification tag when
visiting the school.

All persons other than school staff and currently registered students must first report to the school
office immediately upon entering school grounds, sign in/out, and wear an identification tag when
visiting the school.

It is esential for the safety of the students that all school visitors, including parents and volunteers,
check in with the school office before proceeding anywhere in the building.

ScHooL COMMUNICATIONS

Principal®s Communication

A letter from the principab included in the weekly OupdatesO sent home each Friday which covers
school news and upcoming events.

The school website/ww.saintritaschool.orgis updated regularly and can be used for parents to
checkon upcoming events. The parshident handbook is also available online at the website.
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Take-Home Communication

All materials prepared by parents for release to the Parish or school community must be approved
by the Principal or his/her designee.

Each child receives a weekly OupdateO packet to take home which includes a letter from the
principal, updates from the Parent Teacher Organization and other useful information and event
details.

The school maintains a website which covers achistory, handbook, calendar and other useful
information. The website may be accessedvat/.saintritaschool.org In addition, the principal
may be reached via emailsatintritaalexandria@worldnet.att.net

All members of the school faculty and staff have email addresses, which will be published to
parents in the school directory. Every effort will be made to answer all mail and phofrercalls
parents within 24 hours of receipt.

TELEPHONE USE/M ESSAGES FORSTUDENTS

No student may call home during the school day. Please make sure that students have all materials,
assignments and other needed items before leaving home. Students maly hoine for
homework, permission slips or to change their dismissal arrangements. Should the need arise to get
a message to your student, please call the school office allowing sufficient time to deliver your
message. Students may only carry cell phigiha request for this exemption has been made in
writing to the principal and these devices must remain secure in the studentOs bookbag and remain
off during the school day and in the Extended Day program. Any student found using a cell phone
on schoolgrounds without the express permission of an adult supervisor will have the device
confiscated and held by the principal until picked up by a parent.

INCLEMENT WEATHER/SCHOOL CLOSINGS

Schools (k8) shall be in session for 180 days. If during the coofs$kee year, the schoakes
inclementweather/emergency days, it is necessary for the school to adhere to the following
schedule:

¥ Each school must make up the first five (5) days missed either by
borrowing days from spring break or holidays (e.g. Menh@#&y) or by
extending the school year;

¥ Days 610 do not need to be made up;

¥ For days 11 and on, schools may either add the necessary days to their
calendar or borrow days from spring break or holidays. In addition,
schools may extend a previously scheduhalf day to make up those days
that were missed due to weather and/or emergencies.
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St. Rita School follows the announcements made for the Alexandria City Public Schools with
regard to inclement weather schedule changes.

If the City of Alexandria closes their schools, we will be closed.

If the City of Alexandria announces a one hour delay for their schools, we will start classes at
9:15 am and the Extended Day Program will open at 8:00 am.

If the City of Alexandria announces a two hour ddtaytheir schools, we will start classes at
10:15 am and the Extended Day Program will open at 9:00 am.

Should conditions necessitate an early dismissal once school has begun we will also follow the
announcements for Alexandria City Public Schools.

If the City of Alexandria closes their schools one hour early, we will close at 2:00 pm and the
Extended Day Program will close at 4:00 pm.

If the City of Alexandria closes their schools two hours early, we will close at 1:00 pm and the
Extended Day Program wilose at 3:00 pm.

Please listen for announcements made on the radio or television for Alexandria City Public Schools.

PHOTOS AND OTHER MEDIA

Schools must state in their Parent/Student Handbook the right for parents to forbid their children
from partigpating in videotaping, audio recording, school pictures, other photography, or
participation involving the Internet. When a parent decides to exercise this right, the school is
required to use théVaiver/Right to Object form (see Appendix N). All studerdr parental
publications are subject to review and approval by the school administration prior to publication.

L IBRARY

All books chosen for classroom reading in Diocesan schools must be appropriate for students not
only in age leel and reading ability but also for the moral development which we are working to
foster. All books shall conform with Diocesan policies and guidelines regarding Catholic education.
Parents or teachers who object to reading or ausli@l/computer matels must complete an
Objection to Content Form (Appendix K) and submit it to the school principal. A review committee
(to include an Office of Catholic Schools member) will subsequently discuss the objection and
decide the disposition of the challengedanal. The parent or teacher initiating the review should

be personally notified of the results of the review.

FIELD TRIPS

¥ Field trips are privileges planned by teachers and approved by the school administration with
educational purposes e primary objective and in light of financial considerations.

¥ Field trips are considered an extension of the school day and the code of conduct will apply.

¥ A student must give to the sponsoring teacher a permission form signed by a student's parent(s)
prior to a student participating in each activity (see Appendix).

¥ In the event private automobiles/vehicles of students, parents, or other authorized adults are to
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be utilized to transport students on field trips, the drivers and/or the vehicle owsthaweua
valid driver's license and sufficient liability, medical and uninsured motorist insurance coverage
as defined by the Diocesan Risk Manager. Evidence to this effect must be presented to the
principal/administration for review and approval prior tte use of such vehicles. The
principal/administration shall have the right to prohibit for any reason a proposed driver from
transporting students on a field triparents/guardians are to be furnished with detailed written
information about the fieltrip, and must be given the opportunity to Oopt outO their children
from the field trip.

¥ It should also be understood, in light of world conditions and specifically threats of terrorism
against Americans, it may be necessary to cancel sspoosored tps due to world and
national developments at any tiehootsponsored ski trips are not permitted.

Field trips, when approved by the principal and of academic value, will be held periodically during
the school year. Permission slips fockedrip will be send home with any request for fee in
advance of each event. Fees will be collected from each child in the class (a fee waiver may be
requested of the principal in cases of financial need). Students who do not have a permission slip on
the day of a specific trip will not be allowed to attend the field trip and will be provided assignments

in another classroom. No student may call home for forgotten permission slips.

Each child must have a OPermission for Emergency CareO on file hotheffice. This form is

to be returned to the classroom teacher as soon as possible. It should be updated with any changes
that occur during the school year.

OVERNIGHT TRIPS

Overnight trips are not permitted for elementary school children.

MARCH FOR LIFE PoLicy

Students are offered varied opportunities to participate in activities that promote the sanctity of life.
Based on the principal/administrationOs decision, students in grades 7 and 8 may be permitted to
participate in the Marclof Life as a school and/or parish sponsored activity. Field trip procedures

will be followed Students in grades K through 6 will not papate as a group in the Marabr f

Life. Students with written parental permission may acemyiheir parents on the Marar Life.

Students who accompany parents on the March for Life should not be marked as absent for that day.
GRADUATION REQUIREMENTS/CEREMONIES

The school does not guarantee the award of a degree or any certificate of satisfactory completion of
any course of study to studentén order to qualify for graduation and/or award of a degree,
students must satisfactorily complete (by attaining a passing grade) all courses for credit in the

school(:)s academic program, satisfy their financial obligato be in compliance with the
schoolOs code of conduct and comply with all school regulations and policies.
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The principal shall have the right not to certify the student's graduation or provide transcripts of
the student's academic record to thirdiparsuch as other schools, colleges, or employers, or to
issue a Certificate of Diploma to the student, if there has been a breach of a material condition of
the contract (i.e., failure to meet financial obligations or infractions against the school©& code
conduct).

¥ Graduation ceremonies should be characterized by dignity and due consideration
for practical and economic realities.

¥ A celebration of the Eucharist should be held by and for the graduates close to the
date of graduation.

PARENT ORGANIZATIONS

Parentteacher (and/or horagchool) organizations are sponsored by the School to promote a
cooperative effort at meeting certain needs of the student body. The parent organization is subject
in all respects to the control ofettschool, and all parent organization activities and all materials
prepared by parents must be submitted to the principal/administration for approval prior to
implementation and/or distribution.

The parent organization should strive:
1. to serve in an adwsy capacity to support the principal/administration;
2. to provide a means by which parents can respectfully articulate their values and

expectations regarding the school so that these can be examined and addressed by
the principal/administration;

3. to sypport and promote quality Catholic education at the school;
4. to encourage Catholic values of family life;
5. to share with teachers the values that parents are attempting to develop with their

children at home;

6. to acquaint parents with #p-date hformation concerning current developments in
educational initiatives as they may affect the School so that they can be in a better
position to promote the legitimate rights of their children;

7. to unify parents in an effort to raise funds each yedhé&school.

St. Rita School benefits from an active Parent Teacher Organization (PTO). Our goals are to
support and assist the faculty and staff in their mission of educating our children, to raise money
for the school, and to create a straegse of community among our families. To get an idea of
the many things the PTO does to accomplish its goals, please take a look at the following list of
Committee Chair and Activity Coordinator positions for this academic year.
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All families are encaoraged to join the PTO. Our annual membership drive is in September, and
100% of the $20 dues goes directly to the PTO to help us meet our goals. Dues this year will go
towards funding the monthly OTeacher Appreciation LuncheonsO that are provided for ou
faculty and staff. PTO meetings are normally held on the first Wednesday of eacibmonth
exceptions to this schedule will be noted in the weekly newsletter and on the school calendar.
All parents and guardians are invited and encouraged to attendathlyrmeetings , though

only duespaying members may cast votes.

The PTO is led by four officers: a president, wiresident, secretary, and treasurer. With the
exception of the treasurer, the officers are elected teyeaeterms in the spring, withe option
to serve a second year. The treasurer is appointed by our pastor.

To accomplish our goal of supportittie school, the PTO administers a Parent Service Program.
All families are required to participate by giving 30 hours of service (15 fiausengleparent

families) to the school over the course of the academic year. Opportunities to sign up for various
activities and programs occur at the start of the school year. Additional opportunities will be
publicized as the school year goes oherge are many options for earning service hours during

the school day, at home, and by participating in wagkt and weelend events. Families may
choose to pay a fee in lieu of service. Please see the following Family Service Program Policy
for detaik.

Our children reap numerous benefits from the generous offering of time and effort by our many
active families. The PTO is always looking for enthusiastic participants and new ideas, and we
welcome you to join us!

Parent Teacher Organizatio
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Committee Chair and Activity Coordinator
Positions and Descriptions

Below are listed chair/coordinator positions for activities and programs that were planned by the
Parent Teacher Organization as of Augist Additional activities may be added dugithe

course of the year, such as Chess Club, if sufficient volunteers emerge to lead and staff these
activities.

Academic Enrichment

Enrichment Committee Chairperson

Responsible for coordinating cultural and curricular enrichment events, such ag aigists or
science programs, for the student body. Annual budget must be structured and monitored.
Recommends programs and coordinates scheduling of activities with principal and teachers.

Great Books Coordinator

Responsible for managing all Great Regarent volunteer leaders for the weekly Great Books
enrichment program. Responsible for the ordering of books and collection of payment. Students
are nominated by teachers and released for 45 minutes each week to participate in an established
curriculum with grade appropriate material.

Reading Incentives Coordinator

Publicizes to students and parents the sehiad reading incentive programs in which St. Rita
School participates, such as the BéiblProgram offered by Pizza Hut. Distributes avgaial
students.

Extra Curricular

CYO Sports Commissioner

Responsible for the administration of the CYO basketball program. Coordinates registration,
coaches, training, equipment and practice schedules. Duties include signing up students for
basketballcollecting forms, corresponding with the Diocesan Basketball Commission, collecting
fees, ordering uniforms and monitoring all basketball coaches. Must uphold the Diocesan rules
for good sportsmanship.

Play Production Chairperson

Responsible for managy the annual St. Rita School play production held in late spring.
Researches and recommends selection of a play and director. Coordinates volunteers to assist
with costumes, props, program, practice monitors, venue and fundraising.

Girl Scout School Organizer

Adult with at least one year leader experience to act as a liaison betweer 8w @s, the

school and the Family Servicedgram as needed. Must obtain the following Girl Scout

training: 001 Orientation, 002 Nuts and Bolts, and School Orgatr&aining. Organizer recruits

new leaders, facilitates the placement of new Girl Scouts, and ensures all leaders have obtained
the required training.
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Cub Scout Cubmaster

Adult with at least one year leader experience to act as a liaison betwe8cdts/ the school

and the Parent Servicedgram as needed. Must obtain necessary BSA training. Recruits new
leaders and ensures all leaders have obtained the required training.

Fundraising

Book Fair Coordinator

Coordinator is@sponsible for mamgng tre libraryOs book fair, which is held once a year during
conference week in Novembedncludes staffing volunteers, setting up and cleaning up book
displays, advertising the event and any special contests involved. Works closely with St. Rita
School libraian.

Corporate Program Coordinator (GM Box Tops, Giant, Safeway, etc.)

Coordinator is responsible for publicizing corporate programs to parents and parishioners,
distributing sigrup forms, and collging and sending ibox tops (helpers can be recruifed
this part!). Such corporate programs include, but are not limitésetoeral Mills box tops,
Giant and Safeway. This job can easily be done from home.

Gift Wrap Coordinator

Responsible for coordinating with the gift wrap company the distribufisales packets to
studentsproviding incentive prizesollecting all orders and payment, supervising the delivery
of products, reconciling final settlement of invoices and shipping errors. Traditionally this
fundraiser is held in the early fall.

5K Fun Walk/Run Chair

Works with the 5K committee to solicit sponsors for the 5K, design and orslart$, publicize

event, sign up families and other runners, reserve venue, procure prizes, and organize the event
itself.

St. Rita Parish Annual Christmas Bazaar Chair or Co-Chairs

Responsible foworking with the Parish Christm&azaarCommittee tglan and prepare for

this early December event which benefits both the St. Rita School scholarship fund as well as the
parish CCD program. Chairs tasks will include arémy baskets for raffle, helping publicize the
event, soliciting items for the bake sale from school parents, and helping with decorations and
setup.

Silent Auction Chairperson or Co-Chairs

Has the ultimate responsibility for creating and executisgcaessful auction event. The
Chairpersons responsibilities include but are not limited to: (1) managing other Auction
Coordinators; (2) serve as liaison to the PTO board and St. Rita Administration; (3) manages the
Auction budget; and (4) designates amdures deadlines are met.
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General Support

Beautification Coordinator

Responsible for working with Mrs. Schlickenmaier and the Plant Manager to beautify our school
and surrounding yards. Coordinator can organize and direct a fall and spring clean up and
planting or simply organize projects as needed. May include contacting local nurseries to solicit
donations of bulbs and plants and/or applying for grants (such as from the Washington Redskins
Charitable Foundation or Holland Bulb Association) to asgist expenses.

Directory Database/Printing Chairperson

Responsible for collecting and ensuring accuracy of all family/student information: names,
addresses, phone numbersnail addresses, class lists, and teachers. Chair will compile the
information sathat it is camera ready for the printer. Delivery and pick up of the directory is
also involved. Directory should be ready for distribution by Baeg&chool Night.

Home Room Parent

Responsible for working with the classroom teacher to coordinatetfigs, parties and any
project the teacher requireStays informed about PTO activities by attending monthly PTO
meetings.Also responsible for collecting donations for and creating a class basket for the St.
Rita Silent Auction. Typically collects omey for Christmas and yeand gifts for the teacher.
Communicates classroom needs and volunteer activities to parents.

Specific additional duties include:

Grade K: Kindergarten Graduation Party

Grade 1: ¥ Communion Party for™ grade

Grade 6: ©nfirmation Party for 8 grade

Grade 7: Graduation Party fof grade

Grade 8: Breakfast fof"ggrade on the morning of high school placement exam

School Lunch Chair

Responsible for managing the overall set up, preparation and delivegdabftie students two
to three times& week. Duties include producing a Schdalnch form, securing numbers for
weekly orders, shopping or ordering food and coordinating a staff of volunteers.

Milk Program Coordinator
Responsible for setting up and maintagthe daily milk program. Duties include the
distribution of sign up formand the collection of funds at the beginning of the school year.

Used Uniform Closet
Responsible for taking donations of used uniforms, culling outween ones, and keeping
them organized on portable clothes racks in a closet in the School Hall.

Yearbook Chairperson

Chairperson will obtain the contract for production of the school annual yearbook. Responsible
for layout, artwork and copy of a camera ready printing. Aedngvolunteers to take photos.

Try to initiate student involvement in order to allow the students more enrichment opportunities.
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Social and Hospitality

Bingo Night

Responsible foworking with the Parish Hospitality Committee to plan, decorate, astthis
pre-Lenten paristwide event The evening includes the sale of pizza and drinks andasm
prizes (such as gift certificates) for bingo winners.

“Calling All Chefs” Committee Chair o
This chair will be responsible for maintaining a list of €@s0 and soliciting their culinary efforts
as needed. Events requiring food will include teacher hospitality events and family socials.

Family Book Night Social
Responsible for planning this Book Fair kioK event. This evening involves dinner and som
form of entertainment, such as a storyteller.

Field Day Coordinator

Responsible for locating a venue and coordinating with PE teacteteionine the games and
teams. Seeks parent volunteersttdfthe games. Coordinates with the Hospitality Ctair
provide a hotdog lunch for the event, whichralitionally held the Friday before Memorial Day
weekend.

Hospitality Chair

Works within a set budgéor each event Responsible forrganizing the foodor the following:
1) the Welcome Coffee dhe Tuesday after Labor Day) Open Houses 3he Student
Appreciation Day treat and the Student/Parent Lunch during CathblimSdVeek, and 4)
Field Day. Other additional occasions requiring hospitality may arise.

Teacher Appreciation Chair

Works within a set budget. Responsible for organizing, staffing and providing food for the
Backto-School Luncheon and Treat Week for teachers and staff, the Christmas Breakfast, the
Christmas Dinner Party (held in the Convent directly after the Christorase@), the Catholic
Schools Week Luncheon, Teacher Appreciation Week events, and thEnteBreakfast. May
also coordinate monthly luncheons for early dismissal days.

Welcome Social Coordinator
Responsible for the planning and execution of the ydalllgocial. This endof-September
event is an outdoor cookout with a parent vs. student basketball game.

Outreach

Walk for the Homeless Chairperson
Responsible for coordinating the location, distribution and collection of pledge forms and
collectionof payment. Also responsible for distribution eéRirts to participants.
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Public Relations/Communication

Art on the Avenue

Responsible for coordinating the schoolOs participation in the Del RayOs Art on the Avenue. This
event occurs every Octoband is a wonderful way to publicize St. Rita School to the

community. Chair will attend Del Ray planning meetings, coordinate art with the art teacher and
organize bakers for food to be sold the day of the event. The Chair is also responsible for

staffing the display and bake sale.

Public Relations (Press) Chair
Responsible for publicizing St. Rita School through articles, pictures, and press releases in the
various local and diocesan papers.

Diocesan PTO Representative
Responsible for attending mibiy meetings throughout the diocese to exchange information
about the various programs available. Should report findings to the monthly PTO meetings.

Family Service Program Coordinator

Distributes annual registration forms for the Family Service Pro@gFf@8R). Maintains active

list of FSP volunteers and forwards these names to the appropriate committee chairs and activity
coordinators. Acts as a liaison between PTO board and school staff for activities needing
volunteer assistance. Attendance at migrffTO meetings desirable. Through our webmaster,
keeps our website updated with FSP news. Receives and records all service hours and sends
quarterly updates to families. Sends invoices at-gadrto all families who did not complete

their service how.

Grapevine Editor

Responsible for publishing a quarterly newsletter. This includes securing information from the
principal, PTO board, classroom and specials teachers; writing articles and printing copies for
distribution to our school population.

Weekly Newsletter

Responsible for compiling submissions from PTO officers, chairpersons, and teachers and staff
into a weekly newsletter, which is distributed every Friday. This is the primary vehicle of
communication for the PTO.
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St. Rita School
Family Service Program Policy

The Family Service Program (FSP) provides the structure for service opportunities at St. Rita
School. These opportunities provide educational enrichment for the students and funds for our
school as well as a chance for familiesnteract with the other members of the school
community.

Our service programequires that each family either perform a minimum number of service
hours during the school year or make a monetary payment. The requirements are as follows:

¥ Hours:
0 A two-adult family is required to perform 30 hours of service.
0 A oneadult family is required to perform 15 hours of service.
0 You must sign up for a certain position or to help with various activities by-Back
to-SchoolNight in September Please use the @ased Family Service Program
registration form for this purpose.

¥ Payment:
o A two-adult family who is not able to perform 30 hours of service is required to
make a payment of $250
0 A oneadult family who is not able to perform 15 hours of service is requo
make a payment of $125.
o Payment should be made in the form of a check made out to St. Rita PTO and is
due byOctober 15th.

¥ Mix: Families may perform some of the service hours and make a payment to cover the
remainder of the minimum number @frgice hours described above. Individual hours
are billed at the rate of $10.00 per hour.

Please Note:Though all families are expected to participate in the Family Service Program,
exceptions may be made for families with special circumstances thahpparticipation.Mrs.
Schlickenmaier can privately make appropriate arrangements for such families.

Families must track the hours performed and report them to the Family Service Program
Coordinator on a regular basis. The FSP Coordinator will geonggular reports on the
completion of the service hour commitment to the principal and the PTO. All hours must be
performed by May 18 Any families who have not performed their hours by Ma$) a8l

receive a bill that is due May 80

Committee Chairs and Activity Coordinators: Any person may serve up to two consecutive
years in a position. After the second consecutive year, one may continue in that position only
until another person applies for it. Room parents may serve only one year, helesse no

other volunteers for that position.
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FUND-RAISING

Any program of fundraising at the school must have the approval of the pastor and the
principal/administrationFundraising activities should be organized and executed so that the school
program is not interruptedtudents may participate in and cooperate with worthy collections and
fundraising projects conducted by the school or parish.

TRANSPORTATION/PARKING

Arrival

Cars are to arrive from Russell Road through the secoraheatio St. RitaOs, proceed around the
rectory to the large playground and pull up to the -dfdarea following directions from patrols.
Children should exit their cars and proceed directly to Extended Day if they arrive before 8:00 am
(all children whoarrive before 8:00 am should be registered into Extended Day Program as no
supervision is provided on the playground). Children in cars arriving at or after 8:00 am may
proceed directly to their classrooms using either the primary door or the upgeohalNo child is

to enter the school building through the front door during morning arrival.

Dismissal
After prayers at the close of the school day at 3:15 pm, all students will be escorted by teachers and
staff to their dismissal destination.

Walkerswill be escorted to the front door on Russell Road and escorted across the road by the
crossing guard provided by the Alexandria City Police Department.

Bus riders from Bolling Air Force Base will be escorted by teachers and staff to their bus which
waits in the driveway between the church and the school.

Extended Day Program students will be escorted by teachers and staff to the downstairs school hall
and signed in by program staff.

Carpool riders will be escorted by teachers and staff to the lowerqiaggand kept behind the
established barrier until their carpool driver comes to the barrier to pick them up and escort them to
their car.

Cars are to pull into the three horsesbioaped lines designated on the upper playground after
entering the propertfrom Russell Road. Once the three lines are filled, remaining cars are to wait

in cue between rectory and parish center until told to proceed by patrols/teachers on duty during
dismissal Children may not proceed through parked cars without an adult esirt. The teacher

on duty will direct cars leaving the playground area when no children are moving toward cars or
entering cars in the three lines. As cars depart from the carpool lines, the remaining cars between
the rectory and the parish center willdsected into the lines and the procedure will repeat after all
cars have stopped moving.

The cardinal rule for dismissal is that no child should ever be moving when cars are moving.

All carpool drivers are to pull into the horseshoe shaped lineg aipprer playground. Parents are
not to use the municipal lot behind the school property, the parking spaces between the church and
the school or parking spaces on the street during dismissal to ensure the safety of all students.
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